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TG Template

First Step Tutorial

1. Preparation of LE Draft



Login



Dashboard



Dashboard-Interested Experts (IE)



Dashboard-Current Status

Check Period



Dashboard-All deadlines



Dashboard-All deadlines
• Deadlines are set according to document TGP/7 

and as set out in the TWP reports

• In the web-based TG Template the statuses change 
automatically on the relevant dates and TGs can’t be
edited afterwards



Dashboard-Edit 

Access TG for 
drafting



Dashboard- First access to TG

Acknowledge that you have obtained permission for use of  
text, photographs, illustrations or other material that could be 
subject to third party rights. 



Edit TG- Action Buttons

Read-only data coming from GENIE database

Use Rich Text Editor like Word  

Save data entered on screen Empty all fields in the screen

Preview relevant 
chapter in HTML format

Save data entered on screen
and move to next tab



Edit TG – Order of UPOV codes/
Botanical Names

• The default order of UPOV codes and botanical names is
alphabetical order

• A change to the standard order should be agreed with the 
subgroup and will then be made by the Office



Edit TG-Continue Sentence/ 
Add Paragraph

Continue standard wording sentence  

Add an additional paragraph (a separate
paragraph number will be assigned) 

Consult
Guidance Notes 
in TGP/7



Edit TG- Add/Remove Paragraph

Use Rich Text Editor like Word   

Remove previously added paragraph



Edit TG- Drop down menus

Select existing option or add
new option



Edit TG-SW and ASW

Chapter headings

Select appropriate options: 
the corresponding ASW will
be displayed on screen and 
included in the TG.

Note: SW is not displayed on screens but is included in HTML Preview and exported
Word document.



Edit TG- Search characteristics

Search for characteristic name or state 
of expression of adopted TGs

Access  
relevant TG  

If appropriate, 
select 
a characteristic

Click on Import characteristics



Edit TG- Imported characteristics
Name, state of expression 
and notes are imported



Edit TG: Add characteristics from
scratch

Before creating characteristics, create master list
of example varieties



Edit TG- Example Varieties

Edit /Remove example variety : 
reflects changes throughout
characteristics using this
example variety

Add example varieties
one by one



Edit TG: Add characteristics from
scratch

Type name and format, if 
appropriate Type state of expression and 

select notes

Add more state(s) of expression

Uncheck to remove state of expression

Click to select example
variety(ies) from
master list



Edit TG: Add characteristics from
scratch

Tick if characteristic has an asterisk (*) Tick if characteristic is a grouping characteristic

Select type of expression and method(s) of 
observation (mandatory)

Select type of plot and add growth stages, if appropriate

Click to add characteristic to TQ 5

Enter completed
characteristic to list of 
characteristics



Edit TG: List of characteristics

View all characteristics

Order explanations covering several
characteristics alphabetically

Access list of grouping chars. or 

explanations covering several chars.

Add/edit
explanations



Edit TG: List of characteristics



Edit TG: List of characteristics



View/Edit grouping characteristics

Add grouping text
(e.g. color groups), if 
appropriate



Edit TG: Add/Edit explanations
covering individual characteristics

• Use Internet Explorer

• Generally, with Rich Text Editor you can 
format like a Word document



Edit TG: Add/Edit explanations
covering individual characteristics

• In order to create your explanations, you can 
copy and paste text and illustrations from a 
Word document

• If an explanation consists of text and 
illustrations, copy and paste the text and 
illustration(s) separately



Edit TG: Add/Edit explanations
covering individual characteristics

• You can also upload illustrations:



Edit TG: Add/Edit explanations
covering individual characteristics

• Use third tab to browse and upload
illustrations:



Edit TG: Add/Edit explanations
covering individual characteristics

• In order to create explanations relating to 
states of expression of the relevant 
characteristic, click on “Add State of 
Expression”



Edit TG: Add/Edit explanations
covering individual characteristics

• In the pop-up window select the states of 
expression for which you want to add an 
illustration (individual states or click “Select 
all”)



Edit TG: Add/Edit explanations
covering individual characteristics

• A table for selected states of expression will be generated automatically 
and you can insert/upload the corresponding illustrations in the first row 
of each column



Edit TG: Add/Edit explanations
covering individual characteristics

Notes and states of expression update automatically
if changes are made to characteristic

By double clicking on the table, it can be 
modified (add or remove states of expression)

By clicking a second time on 
“Add state of expression” a 
second table can be added

Additional text/illustrations 
can be added in the rows 
above and below the tables



Edit TG: Add/Edit explanations
covering individual characteristics

• If your explanation covers more than one characteristic:
– Add explanation for first characteristic it relates to

– To add a reference in another characteristic to this explanation, click 
on “Add Reference”



Edit TG: Add/Edit explanations
covering individual characteristics

• And select the characteristic for which you have already entered the 
explanation



Edit TG: Add/Edit explanations
covering individual characteristics
– A reference to the original explanation will be created automatically

– In case the characteristic number will be updated automatically



Edit TG: Add/Edit explanations
covering individual characteristics

• In the exported TG, the explanation will appear as follows:



Edit TG: Add/Edit explanations
covering individual characteristics

• To enter illustrations with arrows or lines, 
create your illustration and then save it as 
picture/make a screenshot to make sure all 
indications remain in the correct place.



Edit TG: Add/Edit explanations
covering individual characteristics

• In order to ensure the quality of images:

– Please make sure to upload the image in the 
correct size (use resize function of your photo 
software rather than manually reducing size in 
Word document)

– Save your illustrations in  .png format



Edit TG: Add/Edit explanations
covering individual characteristics

• Ensure that all your illustrations are language
independent:

– Use labels like a or b for rather than words like
length or width and add a legend below your
illustration as text



Edit TG: Add/Edit explanations
covering several characteristics

1. Select label

3. Click to add
label to 
characteristic

2. Add explanation to Rich Text
Editor

View summary for labels added for characteristic

Repeat steps 1 to 3 for as many labels as necessary for a characteristic



Edit TG-Tab Chapter 8

• If your TG contains a Chapter 8.3 (e.g. growth 
stages, example variety synonyms, 
information on grouping types, etc.)



Edit TG- Literature
• Enter literature references in the Rich Text

Editor



Edit TG- Technical Questions

Default according to coverage of TG and 
GENIE database

Add other information reuqired in TQ 
(e.g. Species)

Add more sets for botanical and common name and 
other information



Edit TG- Technical Questions:
4.1 Breeding Scheme

• Select the appropriate options to complete
the breeding scheme



Edit TG- Technical Questions
Select appropriate options with regard to method of propagation



Edit TG- Technical Questions

Select Yes if the TQ requires the production scheme for hybrid varieties

Adapt standard production scheme for hybrid varieties
in Rich Text Editor, if necessary



Edit TG- Technical Questions
Displays characteristics for which “Add to TQ 5” was checked in the 
Characteristics tab



Edit TG- Technical Questions
• After having clicked on “Add Characteristic”, complete your characteristic:

• After having clicked on the characteristic name, edit your characteristc
(e.g. complete condensed scales with all notes)

In order to add a state 
without a note, keep 
note “Blank”



Edit TG- Technical Questions
Complete TQ 6 to TQ 9



Edit TG- Annex

• If your TG contains an Annex, please enter the 
information in the Rich Text Editor



• Save your exported TGs in .doc format 

(not as .docx)

Review TG

Click on the Review tab in order to export the 
Word document of a TG



Word Export

• For a clean view of the exported Word 
document, deactivate the show/hide button:



Submit

• After having finalized your draft, click on Submit:

• If you do not submit the draft TG, they will be 
submitted automatically on the deadline date 
according to the TWP, and you will not be able to 
edit the draft Test Guidelines after this date.



TG Template

First Step Tutorial

2. IE Comments



Login



Dashboard-Current Status

Check Period



Dashboard-All deadlines



Dashboard-All deadlines
• Deadlines are set according to document TGP/7 and 

as set out in the TWP reports

• In the web-based TG Template the statuses change 
automatically on the relevant dates and TGs can’t be
edited afterwards



Dashboard-View all IE Comments

Access list of all comments made by all IEs



List of IE comments
Select preferred order of 
IE comments

Export list of IE comments
according to order of 
comments selected

View compiled list of all 
comments made by all IEs



Dashboard-Edit

Access for making IE comments



Adding IE Comments

Throughout all screens, see
the data entered by the LE 
(not editable for IEs)

Below each section, 
throughout all screens, make
your comments in the Rich 
Text Editor fields



Add IE comments-Rich Text Editors

• Use Internet Explorer

• Generally, with Rich Text Editor you can 
format like a Word document



Add IE comments-Rich Text Editors

• In the Rich Text Editors, IEs can now also
provide illustrations

– In order to add illustrations, you can copy and 
paste text and illustrations from a Word document

– Illustrations can also be uploaded as follows:



Add IE comments-Rich Text Editors

• Use third tab to browse and upload
illustrations:



• Important notes on images:

– Please make sure to upload the image in the 
correct size (use resize function of your photo 
software rather than manually reducing size in 
Word document)

– Save your illustrations in  .png format



Adding IE Comments-Characteristics tab
View and make comments on individual characteristics

View and make comments on explanations covering several and 
individual characteristics



Adding IE Comments-Characteristics tab
View and make comments on grouping characteristics

View and make comments on all explanations
covering several characteristics



Review TG

Click on the Review tab in order to export the 
Word document of a TG

• Save your exported TGs in .doc format 

(not as .docx)



Word Export

• For a clean view of the exported Word 
document, deactivate the show/hide button:



Submit

• After having made your comments, click on 
Submit:

• If you do not submit the draft TG, they will be 
submitted automatically on the deadline date 
according to the TWP, and you will not be able to 
make comments on the draft Test Guidelines 
after this date.



IE Comments–LE Reply
• LEs can now reply on IE comments during the LE 

checking period, when the LEs finalizes his draft after
the IE comment period and before submission to the 
Office

• The list of IE comments can be accessed by IEs also
after the IE comment period in order to check 
whether replies on IE comments were made by the 
LE via the dashboard



IE Comments–LE Reply
View LE replies in IE comment list on screen and in exported Word document



TG Template

First Step Tutorial

3. LE Checking



Login



Dashboard-Current Status

Check Period



Dashboard-All deadlines



Dashboard-All deadlines
• Deadlines are set according to document TGP/7 and 

as set out in the TWP reports

• In the web-based TG Template the statuses change 
automatically on the relevant dates and TGs can’t be
edited afterwards



Dashboard-View all IE Comments

Access list of all comments made by all IEs



List of IE comments
Select preferred order of 
IE comments

Export list of IE comments
according to order of 
comments selected

View compiled list of all 
comments made by all IEs

IEs can now also upload illustrations



List of IE comments-LE reply
During the LE checking period, LEs can reply to IE comments

See the LE reply directly below the relevant comment



LE checking period-Edit TG

• During the LE checking period you can work
on your draft as during the LE drafting period

Access TG for editing



LE checking period-Edit TG

• For guidance on editing TGs, please consult
the LE drafting tutorial by clicking on the link
below:

LE drafting tutorial

http://upov.int/export/sites/upov/tgp/en/TG_Template_LE_drafts_tutorial.pdf


Review TG

Click on the Review tab in order to export the 
Word document of a TG

• Save your exported TGs in .doc format 

(not as .docx)



Word Export

• For a clean view of the exported Word 
document, deactivate the show/hide button:



Submit

• After having finalized the TG, click on Submit:

• If you do not submit the draft TG, they will be 
submitted automatically on the deadline date 
according to the TWP report, and you will not be 
able to work on the draft Test Guidelines after 
this date.


